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MEMORANDUM FOR: Chief, Techmical Accounting Staff zoaciE
| Wl d
ORI, - Survey of Aves Division S | e
. , BF Fusetioms | di ,ﬂ !

% =

1. This {# in refevrence to our recent 'cuf'wtmtim with the Deputy | . - ’:

Comptroller concerning a4 survey or review in sach BF office by a Task
Croup eonsisting of one individusl from TA5, ome individual from Floance

Pivision, and possibly ene individual from the Comptrollers immediate
staff., . : S - .
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2. Attached in draft form 1s a suggested cutlime of items which R
wight be reviewed in commection with these surveys. This list is divided! "~ ~ -
into two parts; Pert I lists those iteme to be reviewed and commented
upon in general terms and Part 1T lists those items which should de reviewsd
_and commented upom in specific terms. This lise 1 still im draft form
and will aeed to be edited and refined, both as to content and format.

3. My suggestions conceruing this Task Group effort are as follows:

4. That the Task Grouwp confive its survey in esch office to a
factual review only, aod not s2t Lavolved in recommendations

for remedial actiom or adequacy of staffing inm each individual
office. '

b. .‘Hmtthensmbcmcm;t bfthérmummm
- findings made in each office, so thet when all offices have
‘baen surveyed the Tesults can be utilized for the prepasration
of & comprehensive report with ccompanying goneral conclusions
énd recosmendations, ' ~ .

€. That the Fimsnce Pivision member{s) be rotsted between
the Certifying Officers of the respective ares compensnts,
.86 that the faets gatned can be directly applied in
comnection with his day to day werk with the srea office.

d, That we refine the attached 11st and provide the Task Oroup
with specific instructions respecting the scope and nature _
of the survey. " 25X1A

Attachment

Distribution:

Orig & 1 ~ Addressee
-1 - 08 . e
2 - Fin div gChrono) Wb

OM - Surveys)pis—

25x14 Comot/r0/ I
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i ,ﬁé OF. LTmMs TQ BE REVIEWED
TDIRING TF OFFIGE SWRVEY

R S

Gﬁﬁ’&‘i{m REVIEW - mg; ;

1. Budget g::mgﬁ.u and development. Role in davelopmenmt of oparatiemsl
iptﬁ#m and offilcs es&;ma&-»*@ximm review and adjustments.
Gautroi of an-emi: %, ‘i@ﬁdﬁt recording of obliﬁnm, expenditures,
: ﬁme‘um of nbuaazim. flow of ebli't:ln: and liquidaﬂ.ng documents,
‘ post’mg, and adjunm:tts. v
Use of Cmpi;rgnu racurds§ ADOPD iiaﬁﬁzﬂ, Finance Division retords and
f;lu, Budget Divisien ﬁiu, ste. |
Liusﬁ with Comptoller elements and sssistance veceived; Finance Division
(0st,, %amt;iry, and Accounts km), TAS, and Budget Divisios. |
isiuimiz with wiun cmm: almnt:«ﬂuuume given aml received;
- Division Chiefs and Deputies, sup?oﬁt é!!icau, Personnel, Logistics,
and Operstional Branches. |
Role in preparstiom of Project Administrative Plams and Fiscal Anmexes,
: mdxutim with other atmu&s. review of projects, ate.
tduministration of Staff, coatract and amt persomnel; overtime, briefing

for s;:am::m travel, cover comtracts, hrdship claims, record keeping, etes
' | | 25x1C

Review of project érupmls, aotiFication to 3tations of approvals.
Anéit'm';wrt:, hudqggrtérs and field; records kept, corrective action ‘

taken, writtan replies.

AR
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DRAYT

GENERAL REVIBN - BART I - (Cont'd.)
1i. Crigimation, receipt, t:aaérol, and coowdinstion of correspondence.
12. Imprest and/or revolving funds; cm_amhip, record keeping, raviev,
and accounting. | |
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ICIFIC I =
1. Hethods used in processing of travel orders, all advences and accountings;
prepsration, umﬁiim of due datas, due date follow-ups,. cou.ecuoa
' cf rc!aan. procedure for hamdling &uma sccoumtings, mﬁit
difference statements, uu of and veview of sdvance sccount 11#1‘%
Effectivensss or delay in documest processing and -outteﬂu'm“
and sccountings. |
2; Reports rendeved; to cu-pmlm elements, division elements, to mim,
and to others.
3. Procedure used im handiing station sccountings, T/A's, Mm. and
. other finsncial mting xeceived; exteat of awdit, rMm, snd
| | A‘mard miummhw
5. sut.isttea:. _m of persovnel in BF office, in Pivisiom, samber of
| Class A Stations reporting, Class B Stations, mmber of wojoc,;u (¥1,
PR/PH, CA), wmber of allotments accounts serviced, wmber ai‘wojgu
* with Mministrative Plans, with Fiscal Annexes, witbout either. |
5. Estimeted distribution of functiomsl responsibilities by man yoars
tied iato total BF persounnsl assigned.
6. Muber of delimquent sccountings outstanding at time of survey:

Teavel, Opmtiml.”!" Station

1. #*vezags nuwber of accountings processed per month, and sverage docu~
mantation for: |
T/A's

Class A Statiouns

Clans B aﬂtiﬁﬁs
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1. Cont'd.
| " Projeet Accountings
ﬁ*uul Accountings
o Speeisl Claing |
f. Tyoe and volume of record hmeping and files msintained, f.e.,
ahluﬁgaﬁan records, voucher files, logs, memo records, ete.
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1. The Comptroller Financial Advisory Committee recently reported on

.q 1’0‘

—

two surveys it had conducted. One was concerned hAwhieh financial pro-

ceduresi methods and techniques, be improved or eliminated and the

Mgﬂam L
other wityd?epgsts. The Committee arrived at the following conclusions:
a. The procedures and methods problem is interrelated with the reports
problem. The two surveys, although conducted about nine months
apart, showed that most of the procedures and methods used in the
offices were designed to accumilate information required (1) by
the Comptroller for reporting purposes, and (2) to answer questions
raised in connection with budgets and operations. If there could
be a change in reporting requirements, if the machines could
isfy more of the requirements, and if there could be some standerdi-
zation of approach to inquiry information, then, the offices felt
there could be possible saving in procedures and methods.

"

_-b. Most offices believe that what they are doing is satisfactory.
The Committee Teels that there is room for improvement but the
specifics cannot be located ‘crrough the present imirormal approach
of asking -- nothing short of a full-time on-the-spot review by
a task group can do the job."

2. Two of the recommendations made dy the Committee are as follows:

"a. The Comptroller prepare a docutent describing the kinds of finan-
cial data currently available. Such & document could be used to
offset the common complaint tlat the offices are not aware of the
kinds of data available and, cherefor, establish their own system
to obtain data that may be readily available from a source within
the Office of the Comptrolle;.

b. A small task group (not more then three) be appointed to work
full-time on an office by o/fice survey to review working methods
and procedures and to deternine the financial data and reporting
requirements. It is felt tat a technically qualified group is
in a better position to femwret out unnecessary procedures in an
office and to assist the o/fice in determining requirements for
financial data. BSuch a grup, to be of any value, must be able
to devote full attention t assisting the offices; the members 25X1A
should be free of all other assignments....."

3. A Task group consisting of | N crairmen, _ 25X1A
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and is appointed to comply with the recommendations.
The document describing the kinds of financial data should be ready for
distribution by 15 March 1963. The office surveys should be undertaken

immediately and reports issued as each office survey is completed.

Approved For Release 20 %0 Y4
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MEMORANDUM FOR: Comptroller 18 0CT 1962

SUBJECT : Financial Advisory Committee Surveys

1. The Advisory Committee recently requested each of the offices to
submit comments concerning which financial procedures, methods and techniques
could be improved or eliminated. Earlier in the year, & financiel reports
survey had been conducted. The Committee arrived at the following conclusions
on the survey results:

a. The procedures and methods problem is interrelated with the reports
problem. The two surveys, although conducted sbout nine months
apart, showed that most of the procedures and methods used in the
offices were designed to accumulate information required (1) by
the Comptroller for reporting purposes, and (2) to answer questions
raised in connection with budgets and operations. If there could
be a change in reporting requirements, if the machines could satisfy
more of the requirements, and if there could be some standardization
of approach to inquiry information, then, the offices felt there
could be possible saving in procedures and methods.

b. Most offices believe that what they are doing is satisfactory. —
The Committee feels that there is room for improvement but the
specifics cannot be located through the present informal approsci
. of asking == nothing short of a fifiwtims vrmticwspod review by
— a task group can do the job.

he Technical Accounting Staff for review and evaluation. Because most of
the comments dealt with technicalities rether than proposaels for major changes
it is doubtful that any material savings in manpower will resulte.

M 2. The suggestions for procedural lmprovements have been forwarded to
. t
»

3, The reports survey did reveal ¢ mpjor weakness in our system -=
there is a clear lack of understanding is to the kinds of financial data
available and, most interesting, how the datae can be used to improve finan-
cial controls and menagement in genera], There appears to be a feeling that
the Office of the Comptroller is issuing reports it wants without complete
concern for the operating office. Of course, this is not true but does
point up the need for better training (or education) in the composition and
use of financial data. The genersl chgervetions were:

a. Much information is duplicated in various reports,

b. There is an unuswElly large number of reports required for budget
purposes only as compared to those presently required for operating
purposes,
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Universally poor identification of reports and the date contained
in them, and

d. Timeliness -~ the reports are generally considered to be too late
to be of any value other than budget preparation.

4, In view of the need for better and more timely financisl informa-
tion, the objective to make the most practical use of machines, and the
desire to conserve manpower the Committee makes the following recommendations:

a. The Comptroller prepare a document describing the kinds of finan-
cial date currently aveilable. Such a document could be used to
offset the common complaint that the offices are not aware of the
kinds of data available and, therefor, establish their own system
to obtain data that may be readily aveilable from a source within
the Office of the Comptroller.

A small task group (not more than three) be appointed to work full-
time on an office by office survey to review working methods and
procedures and to determine the financial data and reporting require=-
ments. It is felt that a technically qualified group is in a better
position to ferret out unnecessary procedures in an office and to
assist the office in determining requirements for financial data.
Such a group, to be of any value, must be able to devote full atten-
tion to assisting the offices; the members should be free of all
cther assignments,” An adequate job, as conceived by the Committee,
could require up to three years ¢f study. This does not moan that
no results would be obtained until the total survey is completed.

On the contrary, since each office appears to have its own system,
improvements should be effected with each office survey.

The use of revolving funds for procurement purposes be reconsidered
as a means of simplifying property accounting procedures.

Expedite the move towards mechanized'éentralized accounting; the
Committee feels this approach holds the greatest potential for
manpovwer savings.

or the
Finencial Advisory Commlttee

Committee Members:
25X1A P
D/P
DD/s
DD/I
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™ SENDER WILL CHECK CLAS ATION TOP AND BOTTOM
> | UNCLASSIFIED |xx FIDENTIAL | | SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

NAME AND ADDRESS DATE INITIALS

S 4 9
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1 25%1A

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE

Remarks:

Attached is a brief report on the financisl
procedures and reports -surveys. The report
reflects unanimous opinion other than in A
" par. b b (not all members felt the series of
. office surveys might require up to 3 years
to complete). The Committee desires 1o ‘meet -
wlth you to explore more fully some individual

views and to discuss any questions you may
have. '

29XTA FOLD HERE TO RETURN TO SENDER 25XTA

DATE

10/18/62
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